


Hartwood Consulting Group
www.hartwoodcg.com

CDRM Training Support Specialist
dela.ashe@hartwoodcg.com

CROSS Program Manager
talia.bastien@hartwoodcg.com

GET IN TOUCH

USMC Records Management

2. Is your organizational hierarchy complete within CROSS?

Since all sections create and manage records, all sections must be identified in the 
organizational hierarchy. This hierarchy is later exported into MCTILM. 

1. Do you have an updated CDRM appointment letter in CROSS? 

Required per question 0101 of the 5210 Functional Area Checklist. All appointment 
letters can be automatically “re-certified” in CROSS upon their expiration.  

4.  Has the “Organizational Info” tab in CROSS been filled out in its entirety 

(i.e., Capstone billets, Training documentation, Commander Information etc.)?

Filling out this information affects the compliance or discrepancy status of several 
questions within the IG Self-Inspection Tab.

3. Has your organization assigned Staff Section RMs assigned to 100% of 

your sections in CROSS?

Required per question 0104 of the 5210 Functional Area Checklist.  Remember, 
records can be found in every section of your command, not just the S-1/G-1. 
Who has been assigned to manage them/inform the section file plan? 

Required per question 0105 of the 5210 Functional Area Checklist. The 
organizational file plan is a compilation of each staff section’s record schedules.  Be 
sure to include the location and format of your records, in addition to any policy 
exclusions which would prohibit them from being stored in MCTILM. 

5. Does your organization have current RM Standard Operating Procedures 

(SOP) uploaded in CROSS? 

Required per question 0103 of the 5210 Functional Area Checklist.  An SOP should detail 
your organization’s plan both to migrate to and implement ERM.

6. Does your organization have a completed file plan in CROSS? 

7. Have you identified your SharePoint Site Content Administrator?

Required for MCTILM installation.  This will be the technical POC (generally someone 
from the S-6/G-6) responsible for the content control, permissions, and maintenance 
of your local SharePoint. 
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Note: CROSS replaces the need 
 for a traditional turnover binder.


